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questionnaires will be returned to the appropriate Transactions and 
Records Branch for filing in Official Personnel Polders, and the 
code sheets will be -transmitted to the Machine Records Branch. 
Periodically each Placement Branch will be furnished an Employee 
Qualifications Register showing the qualifications of Agency per- 
sonnel in such categories as education and training, language pro- 
ficiency, area knowledge, and occupational experience and skills. 

This Register may be used by Placement Officers for selection and 
other placement purposes. 

c. Central Processing Branch will continue to have employees 
returning from overseas complete two copies of the questionnaire. 

One copy will be forwarded to the appropriate Placement Branch and 
the other to the individual's office of assignment, 

d. Personnel Procurement Division will continue its functions as 
outlined in BDM 37-52. 

e. The Research and Planning Staff will be responsible for 
monitoring and coordinating the program. This responsibility will 
include but will not be limited to» periodic spot checking of coded 
qualifications to ensure accurate interpretation; preparing, co- 
ordinating;, and disseminating changes to coding manuals; preparing 
training materials on coding; and negotiating with Machine Records 
Branch for special machine runs that cannot be satisfied from the 
Employee Qualifications Register referred to in b. above. (Special 
requests for machine listings involving the Applicant Register will 
be processed by PPD.) 

3. To ensure that qualifications records of Agency personnel are 
maintained on a current basis, a CIA Notice will be published annually 
to advise all personnel of their responsibility to inform the Personnel 
Office of significant changes in their qualifications, such as, a new 
degree, different type position within the Agency, or new language pro- 
ficiency. A form will be devised to accompany this annual CIA Notice. 


GEORGE E. ME LOON 
Personnel Director 
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